Office of Human Resources

Organizational Development and Training Division

User Guide: OLM for Managers and Supervisors

Purpose

Through Oracle Learning Management (OLM), Managers and Supervisors have immediate and direct access to the learning records for their direct reports and
indirect reports within their reporting hierarchy. It also provides greater capability to create workforce development plans based on department, unit, or position
type; and is a tool for incorporating individual employee development into the annual performance planning process.

This guide provides step-by-step instructions for Managers and Supervisors to access Direct Report Training Records. Below is a list of actions which may be taken
by a Supervisor. Clicking on the title below will take you directly to the instructions for that function.

e Access Direct Report Learner Home

e Enroll a Direct Report in a Class

e Cancel a Direct Report’s Enroliment in a Class
e Print a Transcript for a Direct Report

Additional Information
When we use “employees” or “direct reports” we are referring to staff members who are employed by Montgomery County Government. Oracle cannot provide

supervisors with access to training records for Contractors, Volunteers or Interns. However, you may request information from the OHR Training and Organizational
Development Division (see below).

Questions
If you have questions using this guide, please contact the OLM Administrator at OLM.Admin@MontgomeryCountyMD.gov or 240-777-5116.
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Access Direct Report Learner Home

Step Action
1. Go to the AccessMCG ePortal:
https://eportal.montgomerycountymd.gov. Sign in to AccessMCG
Enter your MCG Network user name and
password. e ot
e C(Click Log in.
2. The ePortal menu will open. ePortal
for County Systems and Applications
Click Go to Oracle eBusiness, .
. . . All Apps DTS Featured FIN & Risk Mgmt HR Internal Internet n
e The eBusiness Suite Page will open. e Zioma
Your favorites will be here. MCtime 1216251
Next time you visit to your apps ;.Jagle,dple:se Employee Self-Se s15397
S Oracle eBusinME(EBS/ERP) D
app to your favorites' list.
Information Security Awareness (1isio2
Training
Enterprise Business Intelligence o415z
and Reporting
3. Click on MCG HR Manager Access. Navigator
Personalize
> BEm Learning Administrator
» B MCG HR Employee Self-Service
F E@ MCG HR iRecruitthent Employee
b BB MCG HR iRecruitment Rater
» MCG HR:. Manager AcCcess
>
¢ Em MCG Learning Instructor
b BE@ MCG Leamning Registrar
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https://eportal.montgomerycountymd.gov/

Step Action

4. Click Learner Management and Employee

- : Mavigator L]
Learning respectively

Personalize

Learning Administrator

MCG HR Employes Seli-Senvice
MCG HR iRecruitment Employes
MCG HR iRecruiment Rater
MCG HR Manager Access
Manager Actions

My Employee Information
Performance Managament
Appraisals

Allocated Checklists

Documents of Record

i ; Learnar Manaﬂemerﬂ ' I

4 B Learning Management for

Managers
|:| IEmployee Leaminq _

vinomomm T EEEN

5. The Employee’s Learning will open = B et b
Employee Learning: People in Hierarchy
(Click the View icon fo open the employes's Leaming Home page.

Click the View icon (the green button) to open

. Focus Name Assignment Number Job Position Department Employee N
the employee's Learning Home page 45
Chapman, LauraC. b Speciaiel (12923 Human Resouross Spedalist I 000121 FTF. (¥R 33 Traning and QrganizzSonal Development Team 26046 w 2
ElBoreel, Az K. 204 Manager (16080 Senior Felow 100R01FTTA OHR 33 Training and Organizzional Development Team 00 ;
Fane VidiL 112 Manager (16090 Senior Fedow 001 FTT 1 4R 33 Training and Organizzfional Development Team m ;
Ramet, Tewods kL) Speciid (4% Human Resouozs Specialst 1 000121 FTP. (R 33 Training and Oganizzional Development Team kL) 3
Rhodes, Anitia L. 9953 Speciaisl (1308 Adminihraive Spaviaist 1000151 FTP2 (¥R 33 Traning and Qrganizzfonal Development Team 9053 ;
Rabey, Stannon 4 Monigomery County MO g
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Step Action

6. Learning Home page. —_—
Learner Home | Course Catalog
Here you can V|eW Current Learning Requested Leaming = Forums and Chats
' Search Class Ea [] ExactPhrase  Go Advanced Search
«Traning records back to April 2013 by S e
clicking the Learning History Tab. couny D
e Learning Paths the employee is i

subscribed to.

List of all your active Learning Paths
Create

[ ] Recent tramlng and enI‘O”ment StatUS Of Learning Path Name Learning Path Status Source Mandatory Courses Completed Start Date Due Date Completion Date Update Move to History Unsubscribe
eaCh ClaSS No results found.

Enroliments

nroliments include all current enroliments, including those in classes that are part of a leaming certification or leaming path.
p Show Key Notation
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Enroll a Direct Report in a Class

Step | Action

1. Access the Direct Report’s Learner Home as described
above — See Access Direct Report Learner Home.

2. Once on the Learner Home Page:

Enter in the Search box, only one word from the class
title.

¢ In this example, we are searching for Preventing
Workplace Harassment, so we typed the word,
‘prevent” in the Search box.

e Click Go.

Learner Home | Course Catalog  Leaming History
Curmrent Learning Requested Leaming = Forums and Chats

Search Class [¥]  Prevend % [] Exact Phragg

ura C. Employee Numbe

Busi Group  Mont ¥
County MD

Employee Name Chapm;

Organization Email Address  norepk

&

Learning Paths

List of all your active Learning Paths

Create
Learning Path Name Learning Path Status Source Mandatory Courses Completed Start Date Due Date Completion Date Update Move to History Unsubscribe
No results found.

3. A list of classes will open.

Locate the class you want.
o Click on the Enroll button at the far right.

Classes
Click the ks fo see defais. For different resuls please re-erfler Search Caiteria.
Employes Name _ Chapman. Laura C.

Employee Number 26846
Organization Egg IS lorenigmonoi. o &

iness Group

Wontgomery
County MD
- - — — o —
DEvey Mods ToGanion ™ Trining Conter  SinDate StrtTime TimeZone  Language Class Satus.  EnvolmentSttus  Enc
413 Qginsiruclor Led Traiing (Classtoom) A0 0600 ExkmTme Engish  Nomal Not Ennlled 3

Preveniing

Prevening o Led Training (Ciasstoom) RIS 0900 ExemTme Engish  Nommal Hat Enrolled

Preveniing ot Class 2018§05-29 (ECC EMPLOYEES ONLY) ctor Led Training (Classtoom) AN 0700 EmstemTme Engish  Nommal Mat Envolled

Preventing iginstroctor Led Training (Classroom) 195232019 0800 EasemTime Engish  Nomal Mt Enrolled

Enm" Preventing ginstroctor Led Traiing (Classroom) 01042019 1300 EatemTime Engish  Nommal ‘Nat Enolied

Prevening Workplace Haragsgg Class 2019-10-22 @ginsinuctor Led Training (Classroom) 2042010 0000 EastemTime Engish  Momal Mot Enrolled

o 4 Cizss 2010105 ctorLed Traiing (Giasstoon OGN0t 0900 EamstmTme Engsh  Nomal ot Enmiied

=] Preventing Worgia use  Preventing o Class 2H&-11-19 ctor Led Traing (Ciasstoom) 1$No-2018 0600 EastemTme Engish Mol ot Ennlled

enting Warkpla use  Preventing o Class 2019-12-08 ctorLed Traning (Classtoar @lec20l 0500 EastemTme Engsh Mol Mot Ennlied

enting Warkpl use  Prevenfing o Class 2HB-42-17 gnstnoctor e Traing (Clsstoam) 7Deca0fs 0900 EaskmTme Engish  Noemal Hot Ennlled

4 The Class S ry page will op e b i, (e

" € ass summa age will open. Enroll: Preventing Workplace Harassment Class 2019-08-13 o) i

Review the Enroliment details.
o Click Apply.

Employee Number 26046

Employee Name  Chapenan, Loura C.
< Business Group  Montgomary County MD

Organizabon Email Addross  norep@ewacy o

» Show Key Notston
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5. You will automatically be returned to the Direct Report's
Learner Home page.

You can see a Confirmation message and the enroliment
under the Enrollments section.

Both you and the Employee will receive a confirmation by
the next day that you have enrolled the employee in the
class.

Learner Home = Course Catalog Learning History

Current Learning Requestegl Leaming

Search |Class [ ExaciPhrase | Go Advanced Search

[, confirmation

You have successfully enrolled in the class Preventing Workplace Harassment Class 2019-08-13.
Employee Name Chapman, Laura C. Employee Number 26846

Organization Email Address  noreply@megov.org Business Group  Montgomery
County MD

Learning Paths

List of all your active Leaming Paths
Create

Learning Path Name
No resulls found.

d

Enroliments

Leamning Path Status Source  Mandatory Courses Completed Start Date

Enroliments include all current enrollments, ing]
) Show Key Notation

g those in classes that are part of a learning cerlification or leaming path.

Class Name - Type Status -~ Item in Start Date .~ End Date -

Preventing Woj rassment Class 2019-08-13 \?g Enrolled 13-Aug-2019 09:00:00 13-Aug-2019 12:00:00

Retum to Tree

DueDate Completion Date  Update Move toHistory  Unsubscribe

Completion Date -~ Time Zone Play Move to History Unenroll Evaluate or Sign

Eastern Time il =
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Cancel a Direct Report’s Enroliment in a Class

Steps Action

1. Access the Direct Report’s Learner Home as
described above — See Access Direct Report
Learner Home.

2. Once on the Learner Home Page:

Go the Enrollments section, and locate the
class
e Click Unenroll

Unenrol

‘@

A new screen will open.

Click the New Status drop down arrow.
e |t should automatically select Cancelled.
e Justclick Finish.

A confirming email will be sent to the employee
and to you.

e

Enroliments

Enrollments include all current enrollments, including those in classes that are part of a leaming certification or leaming path
b Show Key Notation

fype Status - Itemin Start Date .~ End Date . Completion Date -~ Time Zone Play Move to Hist|
Preventing Workplace Harassment Class 2019—08—13|J§ Enrolled ___ _13-Aug2019 02 00:00 12 Aug 9 120000 o oy e SR LE e

Retum to Tree

Leamer Home | Course Catalog — Laeaming History

Curent Leaming | Requested Leaming | Fonums and Chis

Unenroll: Preventing Workplace Harassment Class 2019-08-13
Usa this page to cancel your envollment in tis class.

Employee Name ~ Chapman, Latra .
Organization Email Address: - norepiy@mogoy.org

Employee Number 26045
Businiess Gioup  Monigomery County MD

rollment Number - 2307297
Curreognroliment $tatus  Enroled

t
New Status Canceled v/
Youafe about o cancel your envolment i hs lzss.

Enrolment Stafus' unchanged

Unenroll Baluate or Siy

L]

Bark Fnish
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Print a Transcript for a Direct Report

Step Action
1. Login to the AccessMCG ePortal: B
https://eportal.montgomerycountymd.gov.
Locate the MCG HR Manager Access link in
the eBusiness Suite, as described in steps 1 -3
above — See Access Direct Report Learner
Home.
2. Click on MCG HR Manager Access. Navigator
Personalize
b Em Learning Administrator
» Em MCG HR Employee Self-Service
b Em MCG HR iRecruitment Employee
b BB MCG HR iRecruitmant Rater
IP Em mMocc HR Manager Access I
b Em Mo Leaming Instructor
» Bl MCG Leamning Registrar
: Mavigator
3. Click on Reports
Personalize
[ ] C”Ck Submit Reports. » Bl Learning Administrator
» Em MCoG HR Employee Self-Service
» Em mMCoG HR iRecruitment Employee
bl MOG HR IRecruitment Rater
- Fm MocG HR Manager Access
|_—| Manager Actions
&= my Emplovee Information
=l pPerformance Management
=l Appraisals
= Aunocated Checklists

| Submit Reports

| wiew Reports

- B Learning Management for
Managers

=l Employee Leaming
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Step Action
4. . | The Search and Select Program screen will ~ S€arch
open. To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go™ button.
Enter “m” in the Program Name search box. Search By Program Name|¥] m Go
o C“Ck GO. Results
Find M(_:G OLM Learner Transcripts Report - gulldi Program Name Application Name
Supervisor. oot
e Double-click Quick Select. I O & MCG OLM Leamner Transcripts Report - Supervisor I XXMCG Custom
° C“Ck Smelt' *  MCG WPM Appraisal Details Report XXMCG Custom
5. The Request Name box will open. Schedue Request:Defne e cle. e
* it equred g
Create a Title for your Report. -
) Copy Request
Program Name  MCG OLM Leamer Transcripts Repart - Supenisar q
Enter the Title in the “Request Name” field — _1—=» ™™= . '
SUCh aS “TranSCrlpt fOfE e NLS Setfings  Parameiers  Layout  Nofffication  Prin Opfions  Delivery Oplions ~ ScheduleOpfions
Apf2016” Language Settings
. . v s(Lnrlguﬁge “Toritory Numeric Character Sort
b C“Ck Contlnue' W1 American English  United States Binary St
6. . | Search and Select Learner Name window will | Search
open. o find vouritem select g filter ftem in the pulldown list and enter a value in the text field, then select the "Go" button.
Enter the Learner’s (employee’s) Name - last Search By Leamer Name|v | 1Rﬂmet T Go
name flrst. Results
e Click Go.
. Learner flame
A list of Direct Reports will appear. el \
e Find the correct individual [O =% Ramet Tewodros |
e Double-click Quick Select.
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Step

Action

A Confirmation Message will appear,
confirming your submittal.
e Click Submit.

1. You will be returned to the Parameters screen.
Name :a’a';*e:e’s Sch-';du\e Lay.out
Double-click Quick Select edule Request: Name
ndicates required field
®) New Request
Copy Request
Program Name [MCG OLM Learner Transcripts Report - Supervisor -
Request Name [T'anscr'p: for M Johnsorl X
8. Schedule Request window will open. Requess
. . I Advanced Search  Submit Request I
The window defaults to “as soon as possible” T %
L] C“Ck Smeit. Requests Summary Table
Refresh
Request D » Name 2. Phase - Status Scheduled Date - Detals  Outpat Republish -
JTAB7410 Teddy (MCG OLM Leamer Transoripés Report - Supsvisar) Completed Nomzl 250004 E .g i
1109159 MCG OLM Upcoming Class List Repod Completed Nomal 22018 083542 E .; %
ichedule Request: Layout
Program Name MCG OLM Learner Transcripts Report - Supervisor
Request Name Transcript for M Johnson
1 Layout Setting
Schgcliluil(eSLabyo_l:t Screen will appear. e T —
[ ]
Ick Submit. American English I XN IE”Q“Sh IPDF B

i Inf

ormation

four request for MCG OLM Learner Transcripts Report - Supervisor has been scheduled.
"he Request ID is 13375682
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A list of your reports will appear.

e Locate the report you want to run.

e (Click the Output Icon to the right of the
Title.

Request Query Type  All My Requests ﬂ

Requests Summary Table
Refresh

RequestID = Name
27487110 Teddy (MCG OLM Leames Trensoripts Report - Supervisa)

27104159 MCG QLM Upcoming Class List Repod

Scheduled Date -~
30-Ju-2018 150004

Phase 2 Status
Completed Nomal

Compleied Nommal 2-Ju-2018 083842

Search Submit quuo""/

Details

Output

Step Action
9. . | Thereport is now ready to be viewed and or | Requests
printed. Advanced Search  Submil Request

10. . | The Transcript will open. This report will show
all classes since April, 2013.

For class records prior to April, 2013, please
go to the OHR Training Webpage and click on
Transcripts.

However, If the employee took training as an
outside contractor, intern, etc., it will be
included in there external training record.
Please contact
OLM.Administrator@montgomerycountymd.gov

to request a report.

MCG OLM Leamer Transcripts Report

July 16, 2015

Need Additional Assistance?

If need additional assistance using this guide or accessing MCG OLM for Contractors and Volunteers, please contact the OLM Administrator at

OLM.Admin@MontgomeryCountyMD.qov or 240-777-5116.
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